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NOTE: While the material herein need not be considered confidential, it should be
restricted to individuals specifically involved in state society policy and committee
operations. Views, expressions, and directives contained herein are not necessarily
those of the AICPA, but are a compilation by the members and staff of the
AICPA State Legislation Committee charged with implementing the Institute’s
legislative policy.

A Strategy for
Legislative Action
The right of individuals and organizations to persuade government policy
makers and thereby influence government policy is an integral part of the
American political process.
As we all know, the law-making power in state government rests with the
governor and the duly elected members of the legislature. It is thus important
to establish a one-to-one rapport with the elected members of the state legisla
ture . Such a rapport serves a threefold purpose:
1. It provides a direct channel of communication with state representatives.
Legislators need to be kept informed on the vital issues and, thus, value input
from knowledgeable constituents.
2. It allows for a free and personal exchange of information that interests and
benefits both parties.
3. In the case of a professional organization like a state CPA society that has an
obligation to support laws in the public interest, it can ensure that the profes
sion’s public positions receive due consideration in legislative deliberation.
Simply stated, the Key Man program is the establishment of effective com
munication links between citizens and elected representatives through personal
rapport. This publication explains how to set up a Key Man program, how to
maintain it, and how to put it to effective use. While the publication is not in
tended to be all-inclusive or definitive, much of this information was gathered
from state societies’ working experience in such programs.
The Legislative Reference Service, the legislative information arm of the
AICPA State Legislation Committee, can provide additional information and
advice in response to specific needs and objectives o f state societies. Inquiries
may be directed to the AICPA State Legislation Committee at the AICPA, 1211
Avenue of the Americas, New York, New York 10036.
NOTE: This manual, while intended primarily for use in state legislative pro
grams, can also be used as a reference source in implementing Key Man program
ming on the federal level. It should be recognized that congressional action often
has an effect on activities in our state legislatures. While a slightly different ap
proach may be necessary when communicating with Congressmen and U.S.
Senators, the state legislation committee and the Key Man members can still be
of invaluable assistance when there is need for the profession to be heard on
Capitol Hill.

THE TIME IS NOW
NOW is the time to plan and implement a Key Man
program particularly if a state society has had no experi
ence with one. Where a Key Man program has fallen into
disorder or disuse, the program should be revitalized at
once.

Experience Shows a Program Must Be Continuous
The Key Man concept is a building block for political
action because our legislative and political processes are
inseparable, relying for their function on the interplay of
the electorate and the elected. Any political action plan
that may eventually involve legislators through lobbying,
bill drafting, defensive legislative action or political
campaign support should use the Key Man program as a
focal point. Because the Key Man program is a foundation
for political action, it must be maintained even though
an active legislative program is not in force or not anti
cipated.
The necessary rapport with legislators cannot be
achieved on a “fair weather friend” basis. The political
process knows no season; an ongoing program results
in a more effective effort and eliminates crash attempts
to contact key legislators—often on a hit-or-miss basis—
when legislative battle breaks out. Genuine rapport with
legislators can be established only in an atmosphere free
of political confrontation. Experience proves that an
established and continuous Key Man effort facilitates
achievement of legislative goals. Consider how much
easier it is to call on a legislator for advice or support
when he or she knows the caller and has some familiarity
with his interests and those of his profession.

STRUCTURE AND IMPLEMENTATION
A step-by-step procedure for structuring and imple
menting a Key Man program is covered in the AICPA’s
“Manual for State Legislative Programs.” There are,
however, several basic points that should be emphasized.
Existing Key Man programs in state societies vary
widely in format, but these common guidelines should
be considered when launching any program:
• The Key Man program should come under the juris
diction of the society’s state legislation committee.
•
One or more “Key Man Coordinators” must be
delegated the responsibility for coordinating the pro
gram.
•
Key Man committee members should receive their
contact assignments from the coordinator only after
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all state society members have been polled to deter
mine if they already have any business or social affili
ations with legislators. Contact assignments can then be
made accordingly.
•
Key Men should first report their contacts to their
designated coordinator who, in turn, reports to the
legislative committee chairman all pertinent information
gathered.
•
A public issue position on a specific bill should
NEVER be taken by a Key Man without the sanction of
the state society leadership.
•
State election laws should be carefully reviewed to
assess the requirements and legalities involving campaign
contributions and support of political candidates by a
state society via a Political Action Committee (PAC) or
similar structure.
Once the program is activated, the Key Man Coordi
nators must inform Key Men of the state legislation
committee’s plans and policies. A quick means of advis
ing all Key Men must exist if contact with legislators is
necessary during the legislative session. A follow-up pro
cedure can be used to determine if Key Men are delin
quent in contacting legislators or in filing reports.
In implementing the Key Man program, the advan
tages of calling on the expertise of a former legislator,
professional lobbyist, or a veteran of past legislative
battles are obvious. Don’t hesitate to call on the advice
of others. If you don’t feel your committee has sufficient
knowledge or experience in this area of the political
action process, consult the AICPA’s State Legislation
Committee, which consists of fellow members of the
profession, some of whom have wide experience in
legislative matters and service as elected state repre
sentatives.
Even though the legislatures in every state perform
the same basic functions, they attain results in varying
ways. The Key Man program should be tailored to meet
idiosyncracies peculiar to the particular legislature, its
committee and seniority system, its political processes,
and, in effect, all anticipated contingencies.
The executive branch must also be considered. In
some states it plays an active role in proposing legislation.
In others, the governor, his executive staff, attorney gen
eral, and state comptroller wield strong influence in the
actual lawmaking process. In either instance, the execu
tive branch should be considered when making Key Man
assignments.
Sample forms have been provided at the end of this
manual to further assist in the implementation of the
program. They may be reproduced for use as they are
or edited to meet specific needs.

MAKING THOSE CONTACTS
As we have stressed, the Key Man program works
best as an ongoing endeavor. Hit-or-miss contacts dur
ing legislative battle should be avoided. D on’t contact
legislators only when you seek their support or vote.
Make it a point to call at least twice a year, or when
requested to do so by the committee. During the year,
you might invite your legislator to a state society chapter
meeting or to a civic or social gathering—perhaps as a
guest speaker.
The Key Man’s role can at times work in reverse.
Often, a legislator will turn to knowledgeable citizens
for their advice. Such instances should be welcomed as
an opportunity to further establish rapport with the
legislator.
Here are some additional points to follow when con
tacting a legislator:
Be Prompt. If you have an appointment, be on time,
as you would expect others to be when they visit your
office.
Be Precise and Timely. Your initial contact should be
an icebreaker. Do not discuss specifics concerning your
legislative program. Rather, lay the groundwork for
follow-up discussions and appeals. Thereafter, be precise
about and familiar with all the issues relating to your
profession and the legislative matter at hand.

Choose a Convenient Medium of Communication.

Choose whatever medium of communication is mutually
convenient. Following your initial face-to-face meeting,
written or phone contact may suffice. Be a good listener.

WHEN WRITING LEGISLATORS
Here are a few points worth remembering when writ
ing to a legislator:
•
Address the legislator by proper title, name, and
legislative address.
•
Don’t ramble, state the reason for writing. Clearly
explain how the issue would affect you, your profession,
your business—or what effect it would have on the pub
lic. Your own personal or professional experience can
be your best supporting evidence.
•
Avoid stereotyped phrases and sentences that give
the appearance of “form” letters. A Key Man should
articulate the issues effectively.
•
If you are registering opposition to a specific bill,
suggest possible alternatives.

•
Don’t attack the legislator or the legislature.
• If an issue remains alive, don’t hesitate to write a
follow-up letter.
•
Encourage others in the profession to write their
OWN letters.
•
Thank your legislator if you are pleased with his
position or vote on an issue. Everyone appreciates a
complimentary letter—and usually remembers it!

GETTING ALONG WITH LEGISLATORS
The following common-sense tips make a good set of
rules to remember when dealing with legislators:
Be Understanding. Put yourself in a legislator’s place.
Try to understand his problems, his outlook, and his
aims; then you are more able to help him understand
your business and your problems.
Be Reasonable. Recognize that there are often legiti
mate differences of opinion. Never indulge in threats nor
recriminations; they are confessions of weakness in your
own legislative position.
Be Thoughtful. Commend the favorable things your
legislator does. (That’s the way you’d like to be treated.)
Be Cooperative. If your legislator makes a reasonable
request, try to comply with it. You can help him by
giving him the information he needs. Don’t be afraid
that you are “getting into politics.”
Be Realistic. Remember that most controversial
legislation is the result of compromise. It always has
been so in a democracy. Don’t expect that everything
will go your way, and don’t be too critical when it does
not, but never surrender principle.
Be Accurate and Factual. If an issue goes against you,
don’t rush to blame the legislator for failing to do what
you wanted. Make certain that you have the necessary
information and then do a good job of presenting your
case.
Give Credit Where It Is Due. I f an issue does go the
way you wanted, remember that your legislator deserves
first credit—he has the vote, not you. Remember also
that many individuals and organizations participated in
your campaign.
Learn to Evaluate Issues. The introduction of a legis

lative bill doesn’t mean that it will become law. Whether
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you’re for or against it, don’t treat it as reality until you
learn the who, what, and why of the bill.
Support Your Legislator. If he is running for reelection and if you believe he deserves it, give him your
help. He needs workers and financial supporters. Don’t
become aloof at the very time he needs your aid.
Don't Be Quick to Criticize. Remember your legis
lator represents all his constituents—those you consider
liberal and those you consider conservative. Don’t
condemn a legislator just because he supports a piece of
legislation you think is too extreme in either direction.
Don't Be Too Insistent. Legislators don’t like to be
pestered, scolded, or lectured.
Above all, use common sense and your own good
judgement. NEVER COMMIT YOUR STATE SOCIETY
IN MATTERS OF POLICY UNLESS YOU HAVE BEEN
GIVEN THE AUTHORITY TO DO SO.

A FEW DON'TS
Avoid taking notes in office meetings. Don’t pressure
for a commitment, instead, try to establish whether the
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legislator is receptive to your legislative proposal or
appeal. Don’t deluge legislators with extraneous material
that they probably won’t read. Do not delay making your
reports in connection with each contact made.

FIN AL COMMENTS
Legislators are politicians and as such they listen care
fully when approached, especially by a constituent. Key
Men should be well versed, therefore, in all matters per
taining to their profession as well as the legislative and
political issues affecting it. In a sense, each member of
the Key Man program is a lobbyist. As such he must be
capable of communicating his views, and those of his
profession, to legislators and the public in a clear, cogent
fashion. In personal discussions, he must be a master
of his subject, able to explain the reasons for the posi
tion he advocates.
Remember that the Key Man is one step closer than
an anonymous committee-hearing speaker to influenc
ing the enactment, change, or defeat of legislation. In a
one-to-one situation, the Key Man occupies center
stage and commands the legislator’s full attention.
The Key Man is clearly the “key” to a meaningful
legislative and political plan of action and a building
block for its eventual success.

Forms for a
Key Man Program

Forms and Their Use
Exhibit
A.

Page No.
Membership Poll to Determine Legislator A ffilia tio n s ...............................
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Forms A —C can be employed to make an initial assessment of the
individual member's fam iliarity with his or her local representative
or a representative known through educational, business, religious,
or social affiliation. The Key Man Coordinator should collect such
forms to make a final determination in making Key Man assignments.
Note that w ith the turnover in state legislatures running at a national
average o f 30 percent per election year, revaluation of Key Man assign
ments must be made accordingly.
B.

Alternate Membership Poll Report Form No. 1..........................................
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See explanation for Exhibit A.
C.

Alternate Membership Poll Report Form No. 2 (Card Index Size)...........
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See explanation for Exhibit A.
D.

Key Man Contact Report (In itia l)...............................................................
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Form D is a suggested format for collecting reports from Key Men on
their initial contact with their assigned legislator. Some state societies
have reduced the form at to postcard size to facilitate better response
from members living in rural areas or at great distances from state
society offices. If such a form at is used it should be of the "self-mailer”
type to insure the confidential nature of the information.
E.

Contact Report (Follow -U p)........................................................................
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Form E is used by the Key Man Coordinator or Legislative Committee
Chairman to catalogue basic information on a particular legislator and
to keep a running record of contacts made w ith the legislator by Key
Men or state society members.
F.

Key Man Coordinator Report (In itia l).........................................................
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Form F could be used prior to the start o f a legislative session when
Key Men have been marshalled to assess each legislator's position on
an issue or legislative proposal. It should be returned—prom ptly—to the
Key Man Coordinator, who must make an overall assessment o f the
chances of passage (or defeat) of a bill.
The same form (F) can be used to poll legislators during the session,
although it is wise to leave such matters in the hands of a legislative
lobbyist once the b ill is reported from committee for fu ll consideration
by the legislature.
Form F might be used to assess an individual legislator's position on the
subject of professional licensing p rio r to introduction of a licensing
measure by the state society. The form at of such forms may be flexible
to suit the legislative problem at hand.
If time does not permit use o f Form F a similar assessment may be
made and reported to the Key Man Coordinator by telephone.
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G.

Key Man Coordinator Report (Group Meeting)..........................................

15

Form G is used in group meeting situations where several Key Men or
state society representatives meet with an individual legislator. Such
meetings often take place in the state capital where a contingent of
state society members meets w ith a standing legislative committee
member to discuss pending legislation. The form should not be com
pleted in the presence of the legislator. It should be filed prom ptly
w ith the Key Man Coordinator who may keep it on file in anticipation
o f follow-up meetings. Again, the form at should be flexible so as to
provide the Key Man Coordinator w ith pertinent information from
which to plan the state society's future legislative strategy.
H.

Committee Memo Activating Key Man Program.......................................
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Form H would be distributed to Key Man Coordinators following
completion of the membership poll (Forms A —C) in anticipation
of activating the Key Man Program.
In the sample memo, the state legislation committee, as coordinating
arm o f the program, is asking Key Man Coordinators for their list o f
Key Man assignments. In the eventuality that legislators w ill have to
be contacted during the course o f the session, assignments can thus
be made w ith efficiency and dispatch.
In some Key Man Programs, Key Man Coordinators make the con
tact assignments instead of state legislation committee members.
Note that in the sample form reference is made to secondary Key
Men. Depending on the manpower resources of a particular state
society, it is always advantageous to assign more than one Key
Man to the legislator, as state legislatures often meet during the
tax season when many state society members are tied up in profes
sional duties.
I.

Key Man Coordinator Interview M em o.......................................................
Form I is a sample format o f a Key Man Coordinator's memo that
could be used to instruct Key Men to contact their Key Man legis
lators. Note that the author is explicit as to the importance o f such
contact and provides each Key Man w ith backup information, possibly
instructing them on the state society's position and the nature of the
legislation under consideration.
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A.

MEMBERSHIP POLL TO DETERMINE LEGISLATOR AFFILIATIO N S

CONFIDENTIAL
Below enter the names of any legislators, state or party officials, or town committee chairmen who you
know. If the legislator is a client or if you are politically active w ith the legislator, place check marks
in the appropriate columns. In the last column enter the number o f the phrase below that best de
scribes your relationship:
1. Close personal friend
2. Know fairly well
3. Know slightly
If you have any comments or information that may be helpful to us, please mention below. If you
have checked the political activity column, please describe briefly.
I am ACQUAINTED WITH the following legislators:

NAME

CLIENT

POLITICAL
A C TIV ITY

RELATIONSHIP

Describe political activity or other comments________________________________________________

NAME__________________________________________
ADDRESS______________________________________
PHONE_________________________________________
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B.

ALTERNATE MEMBERSHIP POLL REPORT FORM NO. 1

LEGISLATIVE QUESTIONNAIRE
While reviewing legislation affecting the profession, the Legislative Committee periodically needs
up-to-date information regarding individual society members' contact w ith state and county legis
lators or others influential in government. You can help the committee compile this information
by completing the questionnaire below. The information you provide w ill be kept confidential and
w ill not be used w ithout your expressed approval.
1.

2.

Name of your state representative:

---------------------------------------------------------

Yes

NO

Are you personally acquainted w ith the above?
If yes, is your contact such that it could be help
ful to the Legislative Committee in performing
its function?

_____________

_____________

_____________

_____________

_____________

____________ _

_____________

_____________

Name of your state senator:
Are you personally acquainted w ith the above?
If yes, is your contact such that it could be help
ful to the Legislative Committee in performing
its function?

3.

Name any other state legislators or others in state government w ith whom you are personally
acquainted and who might be helpful to the Legislative Committee in performing its function.

NAME

TITLE

Your Name_________________________________________

Tel. N o .____________________

Address

--------------------------------------------------------------------(Street)

(D e v e lo p m e n t)

(C ity)

Please complete and return to:
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(C ounty)

(State)

(Z ip Code)

C.

ALTERNATE MEMBERSHIP POLL REPORT FORM (CARD INDEX SIZE) NO. 2

MEMBERS LEGISLATIVE QUESTIONNAIRE

Please complete this legislative information form and return to the Society office in the enclosed selfaddressed envelope as soon as possible.
Member's Name:_________ ______________________________________________________ ___ ______
F irm :___ _____________________________________________________________________
Address:

_______________________________________________________________ ___ ___________

(Please complete reverse side)

Front

The following legislators are known to me personally.
Nam e:___________________________________________________________________________________
T it le : ___________________________________________________________________________________
Address: ________________________________________________________________________________
Comment: ________________________________________________________________________________

Name:__________________________________________________________________________________ _
T itle :___________________________________________________________________________________
Address:_________________________________________________________________________________
Comment:____________________________________________________________________________ __
Kindly indicate title of legislator, such as Assemblyman, U.S. Senator, etc., and your relationship,
i.e., friend, client, business associate, etc.

Reverse Side
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D.

KEY MAN CONTACT REPORT (IN IT IA L )
SUPPLEMENTAL DATA SHEET

Legislator:_________________________________

Key Man:__________________________

Question(s) Raised and Answered:_________________________________________________________

Answer Promised to Following Question:___________________________________________________

To Be Handled By Me

□

Need Assistance □

Special Interests o f Legislator
Personal (e. g. hobbies): ________________________________________________________________

Legislation:__ ________________________________________________________________________

Other: _______ ____ _________________________________________________________________ _

General Comments Regarding the Profession:________________________________________________

Areas o f Suggested Service to the State (by CPAs): ___________________________________________

Knows the Following CPAs:______________________________________________________________
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E.

CONTACT REPORT (FOLLOW-UP)

CONFIDENTIAL
Return to CPA Society Office, by.______________
Legislator contacted:_________________________________________ D a te:_____________________
Description of meeting (time, length, others present, etc.):_____________________________________

Insofar as possible indicate legislator's reaction to the following major provisions:

1. The licensing o f LPAs in
addition to CPAs
2. Grandfathering all unlicensed
accountants as LPAs
3. The lack of requirements
fo r LPA certificates
4. The licensing of public
bookkeepers
5. The licensing o f tax
preparers at state level
6. The licensing of tax
preparers at federal level
7. Restricting accountingbookkeeping to licensees
8. General reaction to
total proposal

OPPOSES

LEANING

NON
COMMITTAL

LEANING

FAVORS

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

( )

Add below any comments to make the above reactions more meaningful. Include any observations
that may be significant in assessing the legislator's attitude toward this legislation or toward the CPA
profession:

Signature_____________________________
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F.

KEY MAN COORDINATOR REPORT (IN IT IA L )

STATE
HOUSE OF REPRESENTATIVES
D is tric t:_______
Name:_____________________________________
Residence/Phone:_____________________________________

_____________________

Business/Phone: ______________________________________

_____________________

Home C o u n ty:________________________

Home Chapter:_______________________

Home C it y : __________________________
Other Counties: ______________________

Other Chapters:_______________________

BIOGRAPHICAL DATA
Political Record
Continued Election to House Since Election Year:_________________________________
Years Prior Legislative Service:__________ _______________________________________
Member of House o f Former Legislatures:_______________________________ _________
Other: _______________________________________ _______________________________
Occupation:__________________________________ ______________________________________
College/University Attended:_____________________________ _____________________________
Civic/Fraternal Organizations:

___________________________________ _

Date/Place of B irth :_____________________________ ___________ __________________________
Wife's Name: _________________________

Number of ChiIdren: _________________________

MEMBER CONTACTS
Name

Name o f Relationship

(business, friend, campaign support, client, etc.)

Well

Knows
Casually

1.

_______________________________

______

________

2.

_______________________________

_______

________

3. __________________________

_______________________________

______

________

4. _________________________

_______________________________

______

________

5. _________________________

_______________________________

______

________

6. _______________________

____________________________

______

_______

7. __________________________

_______________________________

______

________

8. _________________________

_______________________________

_______

________

9.

____________________________

______

_______

10.

_______________________________

______

________
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G.

KEY MAN COORDINATOR REPORT (GROUP MEETING)

INFORMATION REGARDING MEETINGS
Meeting

Date

*Type

Supplemental
Data Sheet
Attached

CPA's Attending Meeting

1st
2nd
3rd
4th__________________________________________________________________________________________
*Use one of these symbols (A, B, C, Etc.) for type of meeting. (A) Breakfast (B) Lunch (C) Dinner (D) Planned informal meeting
CPA chapter function planned fo r legislators (F) Social planned for legislator (G) A t state capital
(H) Other (Describe) __ ____________________________ _______________________________________________________________

LEGISLATOR'S REACTION________________________________________________________________________
100%
100%
Slightly
Slightly
Meeting________ Favorable______ Unfavorable____ Favorable______ Unfavorable____ Uncertain______ Other____
1st___________________________________________________________________________________________
2nd
3rd
4th

Meeting

Items Discussed

1st: ___________________________________________________________________________________________________________

2 n d :_________________________________________________________________________________________
3 r d :_________________________________________________________________________________________
4 th :_________________________________________________________________________________________
A.

Primary Key Man(Nam e)

(Address)

B.

Secondary Key Man: __________________________________________________________________________

C.

Secondary Key Man: __________________________________________________________________________

(N am e)

(Address)

(Nam e)

(Address)

KEY MAN'S RELATIONSHIP WITH LEGISLATOR
A. ____________________________________________________________________________________________
B. ____________________________________________________________________________________________
C. ____________________________________________________________________________________________

LEGISLATOR

Full Name and Nickname
Address
Date of Contacts
1

2

3

4

Last Name
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H.

COMMITTEE MEMO AC TIVATIN G KEY MAN PROGRAM

TO:

Key Man Coordinators

FROM:

Legislation Committee Cochairman

DATE:
The time has come for us to place special emphasis on our Key Man Program. I realize that I could
not be asking your cooperation at a worse time. However, there is a great deal that must be done
between now and the next session o f the state legislature.
You w ill find enclosed
1. A list of the legislators for whom you indicated you would take the responsibility for assigning
primary Key Men and secondary Key Men.
2. A short biographical sketch of each legislator that might be helpful to you and your Key Men.
I request that you do the following:
1. On the page listing the legislators for whom you are responsible, there is a place for the primary
Key Man and secondary Key Man (Men) that you have selected. Please complete this section by
filling in the name, address, and telephone number, and forward it to me by return mail.
2.

N o tify me of any errors that I may have made in assigning the legislators for whom you are re
sponsible.

3. Some areas are represented by two coordinators. In those areas I request that you select the legis
lators for whom you w ill be responsible so that I have a record of the coordinator that I should
contact when dealing with a particular legislator. Please give me this information by return mail.
Sometime during the early part of next week, you w ill receive some information making sugges
tions on how your Key Men should approach their legislators. You w ill also receive a reporting form
to be used when informing me of the results of each Key Man contact.
Let's give it a big effort now and reap the benefits when the legislature convenes.
Very tru ly yours,
Legislative Committee Cochairman
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I.

KEY MAN COORDINATOR INTERVIEW MEMO

TO:
SUBJECT:

Interviews with Legislators Regarding Public Accountants' Legislation

The National Society of Public Accountants and the Public Accountants' Society repre
senting noncertified accountants are planning to sponsor legislation in the upcoming general
session of the legislature. The proposed legislation is similar to that introduced two years
ago and killed in the House Business Affairs Committee. In that connection it is very im
portant that every member of the General Assembly be contacted now so that he can be
come familiar w ith the CPAs' objections to the bill.
Therefore we are asking you to call o n ________________________ and make a special ef
fo rt to complete this call and mail in a report b y ___________________ . If for any reason
you cannot complete the call by that date, advise me before the deadline and try to com
plete the call as soon as possible. Please study the instruction sheet before making your call.
Your full cooperation is essential in making this contact before the deadline and in reporting
fu lly anything that might have significance, no matter how minor. Please make every effort
to do this and keep me advised at all times of any future developments you hear about.
We appreciate your willingness to help; you can be confident that your efforts w ill make a
significant contribution to the success of our legislative program.
Sincerely,

Key Man Coordinator
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